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1.  PURPOSE


The purpose of this scheme is to enable employees to take a career break whilst remaining an employee of Harrow Council and being able to return to work for Harrow, thereby benefiting the Council through the retention of skills and knowledge which might otherwise be lost.

2.  SUMMARY


The Career Break scheme enables employees to take a career break of more than 40 working days and up to two years during which time they remain an employee of the Council.  When they return to work they will be guaranteed employment, though not necessarily in the same post.  

3.
 EMPLOYEES IN SCHOOLS 


The principles of this scheme are recommended to Governors for adoption in schools.

4. 
CONDITIONS 

1. The scheme is open to all employees with a minimum of one year’s continuous service with the London Borough of Harrow.

2. A minimum of three months notice is required prior to the proposed start of the break.  However, this may be waived in exceptional circumstances.

3. During the period of the break the individual remains an employee of the Council.

4. Return to work is guaranteed at an equivalent level, although not necessarily in the same post (See section 6).

5.  OPERATION 

1.
An employee who wishes to apply, should write to their line manager at least three months prior to the proposed start of the break. The individual should give details of the length of the proposed break and the reasons for applying.  The length of the career break should be defined at the outset and cannot be open-ended.

2.
A career break may be granted for a variety of reasons deemed reasonable, including:

· domestic commitments involving care of the young, elderly, disabled, or long term seriously ill dependant(s), or

· a period of treatment or rehabilitation for a disability, or

· study break to pursue further education or training. 

It is not the purpose of this policy to enable members of staff to try alternative employment, although working under a recognised voluntary scheme such as Voluntary Service Overseas would be considered as an acceptable reason.   

3. 
The manager will meet with the member of staff as soon as practicable after receiving the letter. At the meeting the manager will discuss the application with the individual taking into account:-

· the reason for the application

· the length of the proposed career break

· the current  and projected workload of the Department

· alternative methods for covering the work of the post

· shortages of professional staff and the necessity to retain skilled workers.

· the needs of the department e.g. other staff may be on extended leave such as maternity leave, sickness absence, etc.

· training and re-training implications


The member of staff will need to show that they have a real commitment to return to work following the break. 

4.
Before deciding whether or not to support the request, the line manager should seek the views of their Senior Manager and consult with Human Resources & Development to ensure a consistent and fair application of the scheme and consider  a range of issues including, 

· the financial implications

· the workload implications

· the impact on the quality and level of service provision

· any statutory obligations
5.
After consultation with Human Resources & Development, the line manager must send the request to the appropriate Head of Service/Director together with a recommendation as to whether the line manager and the Senior Manager does or does not support the request. The decision rests with the Head of Service/Director. If the application is to be rejected the applicant will be given written reasons for the decision. If the application is refused, the individual can appeal to their Director.
6.
This scheme does not preclude individuals from taking on certain casual or part-time work during the career break.  However an individual must not take up any paid employment during the break without the express, prior, written agreement of the Director who authorised the original request. If the employee does not have this express, prior, written agreement any paid employment may be regarded as a fundamental breach of contract and gross misconduct. The Council may then be entitled to terminate the employee’s contract without notice or pay.

7. 
Where approval is given the applicant will be given a Career Break Agreement letter (see Appendix 2) and will be asked to signify their acceptance of the conditions that apply. 

6.
RETURNING TO WORK

1.
The individual must give confirmation of their intention to return to work:

· one month before the return date for breaks of up to and including six months, 

· two months for breaks of more than 6 months up to and including 12 months  

· three months for breaks of more than 12 months up to and including two years. 


The date that confirmation of return is required will be notified to the employee in the Career Break Agreement letter.


If the employee does not give this confirmation by the due date, the Council reserves the right to either delay the return by the length of notice required i.e. 1, 2, or 3 months accordingly or to regard the right to return to work as lost.

2.
If the individual wishes to negotiate a return to work earlier than planned, this will be considered in the same way as the original application (i.e. Section 5 above). Wherever possible a variation request will be viewed positively. However, there can be no guarantee that a request will be agreed, in which case the member of staff will be expected to return as originally agreed. 

3.
The employee will return to the same post.  Where this is not possible the employee will be offered suitable alternative employment (However see Section 9 below).

4. 
If an employee falls pregnant during the period of the career break she should contact Shared Services to discuss maternity benefits.  

7. 
CONTACT DURING THE BREAK


Managers should ensure that they maintain “appropriate” contact with the employee during the break (this will depend upon reasons for the break and the employee’s location during the period).  Managers must ensure that they have an address, or point of contact for employees at all times during their break.

8. 
CONTINUOUS EMPLOYMENT


Whilst on a career break, the period of the career break will be counted as continuous service for statutory purposes.  However, see below.

9. CONDITIONS OF SERVICE

ANNUAL LEAVE


An employee will not be entitled to any annual leave (paid or otherwise) during their career break.

The employee should use up any outstanding annual leave entitlement before they commence their Career Break.  This includes any banked annual leave.


An employee will not accrue any annual leave during their career break. The periods of service before and after the Career Break are joined together to determine entitlement in relation to Harrow’s annual leave scheme, following the employee’s return to work.  The period of the career break will not be counted.



SICK PAY


The employee will not be entitled to receive Occupational Sick Pay during the period of their career break. 


The periods of service before and after the Career Break will be joined together to determine entitlement to Occupational Sick Pay following the employee’s return to work.  The period of the career break will not be counted. 


If employees are entitled to receive Statutory Sick Pay from the Council during the period of their career break this will be paid provided the appropriate notifications have been made.


MATERNITY PROVISIONS 



An employee who becomes pregnant and whose baby is due during a career break, will not be entitled to Occupational Maternity Pay.


Employees will receive Statutory Maternity Pay in accordance with statutory provisions.

REDUNDANCY  


Should a situation arise where an employee’s post becomes redundant within the period of the career break they will be consulted in accordance with the Council’s scheme for dealing with redundancy situations. 

PENSION IMPLICATIONS


If a member of the LGPS is away from their employment with permission for a continuous period of more than 30 days, they may make contributions at the standard contribution rate for the whole period of absence.  If the absence exceeds 36 months, contributions may be made for 36 months, on the pay that would have been received but for the absence.


If this election is made the employer’s contribution will fall due.

Contact Pensions directly to discuss further.
ANNUAL INCREMENTS
Participants who are paid on an incremental scale will retain their previous incremental status.

If the break during a leave year is for less than 6 months, normal incremental progression as at 1st April will continue.  If the break is for six months or more, incremental progression will resume the following April.  

LEASED CARS AND LOANS
The Council will not be liable for any leasing costs during a career break.

All leased cars should be returned unless special arrangements can be made with the leasing company – any penalty payments due would be the responsibility of the employee.  Any outstanding loan with the Council or any other financial arrangements must be paid off prior to the commencement of the career break.

SALARY SACRIFICE SCHEMES

Any arrangements for salary sacrifice schemes i.e. childcare vouchers should be terminated before the commencement of the Career Break.
10.  CHANGES TO THE SCHEME

The Council reserves the right to alter or withdraw the operation of this scheme but any written commitments given to employees will be honoured.

11.
 APPEAL
Where an application for a Career Break has been refused, the employee can appeal against the decision.
The employee must Appeal in writing, and dated, setting out the grounds for the Appeal against the decision, within 5 working days of receiving written notification from their Manager that the request has been refused. 

If the Manager then decides to accept the request they must notify the employee of the agreement within 5 days of receiving the employee’s appeal notification.

If the Manager does not accept then the Appeal Meeting must take place within 10 days of receiving the employee’s appeal notification.  

The Appeal will be heard either by a Director or Head of Service. An HRD Adviser will also attend to advise on procedure. The employee may be accompanied at the Appeal Meeting by their trade union representative or work colleague.

The Director/Head of Service must notify the employee of its decision in writing within 5 days of the date of the Appeal Meeting.  If the Appeal is accepted the employee must be informed of the agreement.
If the Appeal is refused, the Director/Head of Service must set out the grounds for the refusal in writing, explaining why they apply.

	MODEL CAREER BREAK AGREEMENT 



Address








………………….. (date)

…………..

…………..

………….

………..

Dear …………..

I am pleased to confirm that you have been granted a Career Break on the following terms:-

1. The agreement is for you to be released from normal working as a career break in order to undertake ……………………………..  only. (type of work eg VSO or reason for break).  

2. At the end of the career break you will return to your post of ……………………., subject to this post still existing at that time. If it is not possible due to reorganisation, etc for you to return to your original post you will be offered suitable alternative employment on terms and conditions not less favourable than your present post. 

3. The duration of the career break will be for the period commencing on ………………..(date) and ending on ……………………(date) and so your expected date of return to work would be …………………….. (day and date). 

4. Subject to the notice provisions contained in paragraph 8 below the period of absence could be extended, at a maximum, to ………………………..(2 year maximum). 

5. Your career break has been granted on the basis that you will be returning to work on  …………………………(date) and is for the purpose of  …………………….. ………only.    The following is a general proviso should the reason for granting your career break change/cease. 

6. You would be permitted to take on certain casual or part-time work during the career break provided that by undertaking this work you are not prevented from returning to work for the Council.  However, you must not take up any paid employment during the break without the express, prior, agreement in writing from your Director.  If you do not obtain this express, prior, written agreement any paid employment may be regarded as a fundamental breach of contract and gross misconduct.  The Council may then be entitled to terminate the contract without notice or pay.

7. You must give three months notice as confirmation of your intention to return to work at the end of the agreed period. If this confirmation is not given by the ……………….. (3 months before date due to return), the Council reserves the right to either:-

· delay the return by up to the length of notice required i.e. 3 months or 

· to regard the right to return to work as lost 

8. You must notify the Council as soon as practicable if you wish to extend your career break for any reason.  In any event you are advised to keep your line manager informed of your intentions throughout the career break. 

9. If you wish to negotiate a return to work earlier than planned, this will be considered and wherever possible a variation request will be viewed positively. However, there can be no guarantee that a request will be agreed, in which case you will be expected to return as originally agreed. 

10. If the reason for the request to return early is due to sickness, then return to work will not be permitted until fitness for work is medically certificated.  There would be no entitlement to sickness benefits during the career break and / or prior to return to normal working.

11. The period of the career break will be counted as continuous service for statutory purposes.

12. You should ensure that you give your Manager a forwarding address, or point of contact, in case the need arises to contact you during your career break.

13. You can elect to make pensions contributions at the standard contribution rate for the whole period of the absence on the pay that you would have received but for the absence. However, you are advised to discuss your options with the Pensions Section.

14. Should a review of this policy lead to an improvement in the above conditions, during your absence on your career break, then these would be applied to you.

Please discuss any operational issues arising from the above with ……………………. (name of Manager)  and if there are any personnel issues please feel free to contact Human Resources & Development
Please signify your acceptance of these terms and conditions by signing and returning the attached copy of this letter to me at the Civic Centre.

Yours sincerely,

………………………

Director

……………………………………………………………………………………………………..…

I agree with and accept the above variation to my contract of employment on the terms and conditions specified above and specified in the Career Break Scheme.  I confirm that I will return to work on ………………………… unless a subsequent agreement has been made.

………………………………………….. (Signature)   …………..….…………………… (Date)

CAREER BREAK SCHEME 

CHECKLIST FOR EMPLOYEES

1. Assemble as much information as possible on what it is you want to do.

2. Think through the implications of taking a career break in terms of the current and projected workload for your department.  Who will do your work?  What alternative methods are there for covering your work? 

3. Talk to your Manager as early as possible about your options.

4. At least three months in advance, write to your Manager giving details of the length of the proposed break and reasons for applying.  You will also need to give a return date and be able to demonstrate your commitment to returning to work.

5. Seek advice from Pensions regarding your options in respect of your pension.

6. Make sure you confirm to your Manager, your intention to return to work, in writing, by the date specified in the Career Break Agreement.

CAREER BREAK SCHEME 

CHECKLIST FOR MANAGERS

1. Can you re-arrange the work to allow the employee to take the career break?


Will it result in increased costs?   What are the alternatives?

2. Check that the request has been received at least 3 months in advance of the proposed date for commencement of the career break.

3. Check that the leave requested has a return date – must not be open ended.
4. Check that they have confirmed their intention to return to work at the specified time.
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